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Duration

Course Duration S HAWAI ey

This course will take approximately 5 - 6 hours.

You can completelt all today or by
sections as heeded.

It's really up to you!
You can take the training

how it best fits in your
schedule.

Select ‘Next’ to continue.

This course will take approximately 5 - 6 hours.
You can complete it all today or by sections.
t 6s really up to you.

You can take the training how it best fits in your schedule.
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Preparation

S HAWAIFromser

“

Avoid
Distractions

It is recommended that you avoid distractions
during training.

You should close all other applications

including your email while taking the
course.

Silence your cell phone.

Select ‘Next' to continue.

It is recommended that you avoid distractions during your training session.

You should close all other applications including your email while taking the
course.

Silence your cell phone.
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Table Of Contents
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Timekeepers Activities

Course Objectives | Key Terminology | Timekeeper Overview
Time and Labor WorkCenter | Working with Exceptions | Report Time | Report Rapid Time
Adjust Reported Time | Reports and Queries | Need Help?

Mahalo for your kokua!

THE ABOVE TOPICS ARE
COVERED IN THIS COURSE.

SELECT 'NEXT TO CONTINUE

fTime and Leave - Timekeepers

fCourse Objectives
1Key Terminology
I Timekeeper Overview
I Time and Labor WorkCenter
fTWorking with Exceptions
T Adjust Reported Time
T Report Rapid Time
T Report Time and Add Comments
fNeed Help?
The above topics are covered in this course.
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Course Objectives
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Course Objectives

|

After completing this course, you will understand the following:

= Where to find additional help and assistance
= Key Terminology

= Using the Time and Labor WorkCenter
= Using Rapid Time Entry

= Assigning a Work Schedule

= Review Reported Time Audit

= Run Timekeeper Queries

= Review Overime Requests

= Working with Exceptions

= Reporting Time and Adding Comments
= Adjusting Reported Time

Select ‘Next’ to continue.

After completing this course, you will understand the following:
fTWhere to find additional help and assistance

Key Terminology

fUsing the Time and Labor WorkCenter
fUsing Rapid Time Entry

T Assigning a Work Schedule

fTReview Reported Time Audit

fReview Overtime Requests

fTWorking with Exceptions

T Reporting Time and Adding Comments
T Adjusting Reported Time
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Need Help?

Need Help? S HAWAIFromerer

Hawaii Information Portal Service Center

If you need assistance using the Hawaii Information Portal for Time
and Leave:

See complete instructions available at: https://ags.hawaii.gov/hip/for-time-leave-keepers/

For further assistance, contact your departmental payroll staff in your Fiscal/ASO office.

Consult applicable Collective Bargaining Agreements for detailed rules for union members.

e
i

Select ‘Next’ to continue. !

See complete instructions available at: https://ags.hawaii.gov/hip/for-time-leave-
keepers/

For further assistance, contact your departmental payroll staff in your Fiscal/ASO
office.

Consult applicable Collective Bargaining Agreements for detailed rules for union
members.
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Key Terminology

Key Terminology

s';?'ied E1_'I“mL°E::°‘°’ Time Reporting Code Rapid Time Entry

Hourly Employees Time Administration Reported Time
(Punch Time Entry)

Timesheet Exception Payable Time

The terms above will be
covered in this section.

Select ‘Next’ to continue.

Key Terminology

Elapsed Time Entry
Punch Time Entry
TRC

Time Administration
Timesheet Exception
Rapid Time Entry
Reported Time
Payable Time

The terms above will be covered in this section.
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Key Terminology

Hourly Employees
(Punch Time Entry)

Definition:

When entering time, employees who use this method enter specific “In”
and “Out” times for the workday.

Select ‘Next’ to continue.

Punch Time Entry

Definition:
When entering time, employees who use this method enter specific In and Out
times for the workday.
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Key Terminology

Salaried Employees
(Elapsed Time Entry)

Definition:

When entering time, employees who use this method enter the number
of hours that have elapsed when they enter time, and not specific In and
Out times, or their regular hours worked.

Select ‘Next’ to continue.

Elapsed Time Entry

Definition:

When entering time, employees who use this method enter the number of hours
that have elapsed when they enter time, and not specific In and Out times, or
their regular hours worked.
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Key Terminology

Rapid Time Entry

Definition:

The Rapid Time Entry page allows the Timekeeper to enter time for
employees in a fast manner and will appear on the employee’s
timesheet.

Select ‘Next’ to continue.

Rapid Time Entry

Definition:
The Rapid Time Entry page allows the Timekeeper to enter time for employees in
a fast manner and will appear on the empl oye
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Key Terminology

Reported Time

Definition:

Time that has been entered into HIP and submitted but not yet
processed through Time Administration.

Select ‘Next’ to continue.

Reported Time

Definition:
Time that has been entered into HIP and submitted but not yet processed
through Time Administration.
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Key Terminology

Time Reporting Code
(TRC)

Definition:

These codes are used to identify the type of time worked. For example, “OT -
Overtime Pay” and “NIGHT — Night Shift”. These are TRCs that employees may be
eligible to earn pay for.

A full list of TRCs is available at http://ags.hawaii.gov/hip/for-time-leave-keepers

Select ‘Next’ to continue.
TRC
Definition:
These codes are used to identify thetypeof t i me wor ked. - For examg

Overtime PayoNngdt ABbesSHdTRCs that employees may
be eligible to earn pay for.

A full list of TRCs is available at http://ags.hawaii.qgov/hip/for-time-leave-keepers
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Key Terminology

Time Administration

Definition:

Time Administration is an automated system process in HIP that runs
nightly and applies the system rules for processing the time entered.

Select ‘Next’ to continue.

Time Administration

Definition:
Time Administration is an automated system process in HIP that runs nightly and
applies the system rules for processing the time entered.
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Key Terminology

Timesheet Exception

Definition:

An exception is a condition that exists regarding time that requires
further review. For example, OT recorded on the timesheet that was not
pre-approved will be marked as an exception.

Select ‘Next’ to continue.

Timesheet Exception

Definition:
An exception is a condition that exists regarding time that requires further review.

For example, OT recorded on the timesheet that was not pre-approved will be
marked as an exception.
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Key Terminology

Payable Time

Definition:

Time that has been validated by the HIP process and does not have any outstanding
exceptions that prevent the time from being approved by a supervisor.

Payable Time is ready to be approved by the employee’s supervisor. Once approved,
Payable Time is ready for payroll processing on the next available pay cycle.

Select ‘Next’ to continue.

Payable Time
Definition:

Time that has been validated by the HIP process and does not have any
outstanding exceptions that prevent the time from being approved by a
supervisor.

Payable Time is ready to be approved by the
approved, Payable Time is ready for payroll processing on the next available pay
cycle.
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Timekeeper Overview

Timekeeper Overview QHAWAH'

Lesson Scenario

In this lesson, you will learn the duties of a
timekeeper.

We will explore a quick tour of the primary

timekeeper tools. Later in the course we will go
into depth on each topic and how to use the tools.

Select ‘Next’ to continue.

Lesson Scenario

In this lesson, you will learn the duties of a timekeeper.

We will explore a quick tour of the primary timekeeper tools. Later in the course
we will go into depth on each topic and how to use the tools
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Timekeeper Duties

Each unit or department at the State of
Hawaii (SOH) has an assigned timekeeper.

<+ The primary function of the timekeeper is to
monitor exceptions and work with supervisors to
address unresolved exceptions.

Also, the timekeeper views payable time and
follows up with the supervisor to ensure all
payable time is approved.

They enter time on behalf of employees who do
not have access to input it on their own.

% The timekeeper also runs pre-defined queries for
auditing.

Select ‘Next’ to continue.

Timekeeper Duties

Each unit or department at the State of Hawaii (SOH) has an assigned
timekeeper.

1 The primary function of the timekeeper is to monitor exceptions and work with
supervisors to address unresolved exceptions.

T Also, the timekeeper views payable time and follows up with the supervisor to
ensure all payable time is approved.

1 They enter time on behalf of employees who do not have access to input it on
their own.

1 The timekeeper also, runs pre-defined queries for auditing.
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The WorkCenter

The timekeeper’s most
important tool is the Time
and Labor WorkCenter in
HIP.

This page is used to
complete the timekeeper’s
main tasks — monitor
exceptions, run queries,
and to work with
supervisors to ensure
payable time and overtime
requests are approved.

You'll learn more about the
Timekeeper's job in the
other topics in this course.

Select ‘Next’ to continue.

The WorkCenter

The ti mekeeper 6s mo sTimeanmdpabortWeonk€CenterondIP. i s t he
This page i s used t o senaimtaskse manitotekceptians, me k eeper
run queries, and to work with supervisors to ensure payable time and overtime

requests are approved.

Youodl I |l earn more about the Timekeeperds job
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Congratulations!

You've successfully completed
this lesson.

Select ‘Next’ to continue.

Congratulations!
Youbve successfully completed this | esson.
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Time and Labor WorkCenter

Lesson Scenario
In this lesson, you will learn about the WorkCenter.

Timekeepers use the Time and Labor WorkCenter for a variety of key
functions:

fRapid Time

T Assign Work Schedule

TReported Time Audit

T Query Viewer and top queries

TExceptions

I Timesheet and Payable Time detail

f'Compensatory Time Balances

fOvertime Requests
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